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. . .  . . ~  9. Exac? Series Title 
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? Frances C. Balkcom 
244 Washington St. S.W. Room 572 
Atlanta, Georgia 30334 

7 . A C T I O N  R E Q U E S T E D  - .  
ESTABLISH DISPOSITION STANDARD; DISPOSE OF -PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. u NO FURTHER ACCUMULATION ANTICIPATED. 

I 7/60 to date I Examination Application File I 
L~ _ _  

~~ -_- 
i ... . .. . . -  . . .-. . . . . -~ . .. ~ - 

: What is the f'unction of the officeCin whidi.'-this record -series i.s created? 

These records accumulate as a result of administering a statewide program of 
Personnel Administration and are created as a result of examining spplicants 
for positions to determine eligibility for employment, including scheduling 
examination, making reservations, making public announcements, providing place 
of examination, -developing'examinations, conducting tehts, grading exams, 
notifying applicants, providing information to Personnel Transactions Division. 

_I -_ ._ 
~~ ~~ - 

1. m-ollowing documents' ( G d e  form nGbers and titles, if any, 
for and file arrangement ) . 

(1) 

(2 ' )  Included are: MS 10-5 Application form 

MS 20-2 

.. 
File relates to material accumulated ad a result of applyinaadmission to, and 
actually taking an examination for a Merit System position. 

MS 20-3 Data processing code sheet . .  

~ ~ - .  ~ 

Machine graded answer sheets .'*I 2 .~ T .. raining and experienc6 evaluation -form . .  ~ . - . .-- . ... - 
- .  _ . ^ L . ~  . . .. . . , 

.~ 

I ,  - ~ .. 
. .  

. .  
i -~ ~ 

.- . 
:Performance 'papers 

- .  , . ~ - .  ~ 

, . .  

(3) Listed in alphabetical order by surname . _  by fiscal year 
.~~ 

~. . .  . . . . . .  
- ~. . . .  

.~ - .  . . .~ ~. . ~- . . .  

. .  .- - .~ 
, . - . . . . . . .~ -. - .. . .  

C . ~- - . . ~ . . .  . , _. 
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ATTACH SAMPLES OF THE ELF:  
2 .  I " 0 .  or D I . Y t 7 .  I cu. r t .  or  I I C 0 . d .  I 

34 



r 

PAtE 2 
n 

t .  4 c - = = -  - -. - 
I -Y ES ' NO QUESTIONNAIRE r1.c. .n I.. I D  m. C O ~ Y . n .  I r  .~OWCI I .  "YES." p1.a.e e ~ p h i n  

13. Is t h i s  t h e  Record Copy of t h e  series? ,i [XI [ 1 
[ 1 [XI 

[ ' I  [ X I  

.- [XI [ 1 
17. Does the  series i n i t i a t e ,  . .  amend or terminate agency-policies and procedures? : [. 1 [XI 

18. Could the  function be performed i f  t h e  f i l es  were l o s t  or destroyed? [XI t 1 

19. Is the  s e r i e s  ( o r  major portion of i t) regularly microfilmed? If yes ,  why? [ 3 [XI 

20. Does the  record s e r i e s . p o v i d e  data as input t o  an EDP f i l e ?  [ X I  [ 1 

' r x j  [ I  

22. Has the  Federal Government issued instruct ions governing the  retention/dispo- - r  1 [ X I  

. [ 1.: [XI 

I 
I 

1 4 .  Is  there  a duplication oi! t h i s  deries i n  another o f f i c e  o r  agency? 
8 / '  

1 5 .  Is the infomat ion  contained i h  t h i s  s e r i e s  ever summarized o r  Gublished? 
Attach copy of summary o r  publication. 

~- .. - 
16. Does the  se r i e s  contain classified information' requiring securi ty  handling?. . .  

A l l  examination mater ia l  i s  c l a s s i f i ed  ~~ 

- .. 
.. .~ . .  , 

. .  

Vi ta l  information stored i n  applicants computer f i l e  

Applicants EDP f i l e  

Selected applicant EDP print-out and monthly o f f i c i a l  r eg i s t e r  print-out 
21. Does the  record s e r i e s  contain documentation produced as ~ EDP pr intout?  

. . . .  . ... . ~ . ,  . 
s i t i o n  of these f i l e s ?  

- .  
. ~~ .- . 

23. W i l l  t h e r e  b e . a  need for_ these . records  10, 15  years from now? If yes-, . what? ~~ . . .  ~ _ _ _ ~  - .. __- 
~~ ~ . . .  .. . . ~~~ 

.. 24. REQUIREMENTS. The following'requires . a the ~ ~.~  files t o  . . .  be kept - 26 months- . 
.~~ . . . . . . . .  .. - ,  

. 
. -. d. 

a.#STATE 6. [ ]STATVrE~ OF c .  [ ]AUDIT' ,  - d .  [ ]FEDERAL e.  [ ]ADMINISTRA!fI& f .  [ ]HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

(Cite La), Statute ,  or other reason f o r  the retention requirement) 

Merit System Act (Act 12) , which has been superceded by Georgia Records A c t  of 1972 

This  agency recommends t h a t  the  f i l e - s e r i e s  be c u t  o f f  at the end 
of each -[]CUNDAR YEAR -k]FISCAL YEA$ -[]UPHER ~ ,then : 

~~ ._~_. ~---- 5. AGENCY ~ C O M f E N D A T I O N S .  

[ ] Hold i n  the  current f i l e s  area % month(s)/. ear(s) : 
[ ] Transfer t o  [ 3 Stat,e Records Center [. ] L o c a l d g  Area; hold- ~ y e a r ( s ) :  

[ ] Transfer t o  S ta te  Archives fo r  permanent~retention. 
[ 3 Destroy immediately after cut-off. . - 

~. ] Destroy. . . .~ ~ 

A h] Other: (Specify) - .  

MS 20-3-Data Processinp Code Sheet . .. ~~ . .  

MS 10-5-Application Form- Cut  off  each f i s c a l  year, hold i n  currefit f i l e s  area 1 year, 
t ransfer  t o  records center hold 1. year; -then destroy 

Cut off each 2 months, t ransfer  t o  records center;  
hold 22 months then destroy. 3 MS 20-2-Answer Sheet 

MS 21-2-Training & Evaluation 
'Performance Papers 

( Indka te  br iefLy ra t zmale  for recomnendations above/or write additional remarks)  : 

E 


